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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN IMPOT'PAMMBI YYUEBHOM

JUCHUIINHBI

OI1.06 JOKYMEHTALIMUMOHHOE OBECIIEYEHHUE YIIPABJIEHUS

1.1. MecTo TUCHUIJIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOM MPOrpaMMbl

VYuebnas mucuummaa Ol 06 JlokymeHTaloHHast obecrieueHue YIpaBIeHHUsS COCTaBISIET
00s3aTeNbHYI0 YacTh 00IIenpodeccCHOHATIBHOTO IIMKJIa OCHOBHOM 00pa30BaTelbHOW IMPOrpaMMBI,
SIBIISICTCS YaCThIO IPOTPAMMBI MTOJITOTOBKH CIEIHAIMCTOB CPETHETO 3BeHA B cOOTBeTCTBUH ¢ PI'OC
CIIO u IIOOII CIIO mo cneumnambHocT 38.02.01. DxoHOMHMKA W OyXraaTepckuid yder (1o

OTpacisiM).

[Ipu peanuzamuu pabouei mporpammbl yueOnor aucruruinabl OIT 06 JlokyMeHTannoHHOE
o0ecrieyeHne yrpaBlIeHUs] MOTYT OBITh MCIIOJIb30BaHbI Pa3IMuHbIe 00pa30BaTeIbHbIC TEXHOIOTHH,
B TOM YHCJI€ 3JIEMEHTHI TUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTUH, SIEKTPOHHOTO O0yUYEeHHS

Ocoboe 3HaueHNe UCUUIUIMHBI UMeeT pu ¢popmupoBanuu u pazsutuu OK.

1.2. Heapb ¥ njiaHupyeMblie pe3yJibTAThl 0CBOEHUSI IV CUUILIMHBI:

Kon n HammenoBanmne YMeHus 3HaHuA
(hopMupyeMBbIX KOMIIETEHIIUN
K 1.1. OO0pabaTbIBaTh | - OCYIIECTBIISTH MOUCK, aHANIU3 | -  COJAEp)KaHHWE  aKTyaJlbHOU
MepBUYHBIC OyXrajatepckue | ¥ UCIOJb30BaHNE HOPMATHBHO- | HOPMATHBHO-TIPABOBOM
JIOKYMEHTHI. MIPABOBBIX TOKYMEHTOB B JOKYMEHTAIUH;
OK 01. Bsibupare crnoco0Obl | mpuMeHeHHH K 3anadam JJOY; | - OCHOBHBIE MTOHATHS
peleHus 3a/1a4 | - COCTaBIATh U OhOPMIISTH JOKYMEHTAIMOHHOTO
npoQecCHOHAIBHON YIIPABJICHUYECKYIO U obecrieueHus yrpaBieHUs;
JESATENIbHOCTH MPUMEHUTENBHO | MpodeccHnoHalbHYIO - KJaccupuKanus

K pa3JIM9HBIM KOHTEKCTaM
OK 02. Hcmons30BaTh
COBPEMECHHEIC CpencTBa
TTOMCKa, aHam3a 51
UHTEpIIpETalud  WHPOPMAITUU
51 uHGOPMaIMOHHBIE
TEXHOJIOTMH ISl BBITTOJTHEHHUS
3a71a4 npodeccuoHanbHOM
JIEATEIbHOCTH

OK 05. OcymiecTBasTh yCTHYIO
51 MUCHMEHHYIO
KOMMYHHKAITHIO Ha
rOCy/IapCTBEHHOM SI3BIKE
Poccuiickoit  @enepanun  C
y4eToM oco0eHHOCTEH
COIMAJILHOTO H KYJIBTYPHOTO
KOHTEKCTa

OK 09. [Tonas30BaThCs
npodecCHoHaNBHOM

JIOKYMEHTalUen Ha
rOCy/IapCTBEHHOM u

HHOCTPAaHHOM A3bIKax

JOKYMEHTAIUIO B
COOTBETCTBUE C HOPMATHUBHOM
0asoii;

- UCTOJIb30BATh
YHUPUIUPOBAHHBIE (DOPMBI
JIOKYMEHTOB;

- OCYIIECTBIISITH JCTIOBYIO
HEePENUCKY U MOICPKUBATD
INIEKTPOHHBIC KOMMYHUKAIIUH;
NPUMEHSTH CPEJCTBA
MH(POPMALMOHHBIX TEXHOIOTUH
JUTS cO3aHus U 0(OpMIICHUS
JIOKYMEHTOB;

- pa3OupaThCs B CUCTEME
BHYTPEHHETO
JIOKyMEHTO000poTa
OpraHu3aluy;

- OCYIIECTBIIATH XPAaHCHUE H
MIOUCK JIOKYMEHTOB;

- UCTIOJIH30BaTh COBPEMEHHOE
porpaMMHoOe o0ecrieueHue B
AIIEKTPOHHOM
JIOKyMEHTO000pOTE;

- IPOBEPATH HATMYHE B
IIPOM3BOJILHBIX MTEPBUYHBIX
OyXTalNTEepPCKUX JOKYMEHTaX
00s13aTeNIbHBIX PEKBU3UTOB;

YIPaBICHYCCKUX JOKYMEHTOB;
- TpaBuUiia COCTaBICHUS U
oQopMIIeHHs YIIPaBIEHUYECKUX
JIOKYMEHTOB u BEJICHUS
JIEII0BOM MEPENUCKH;

- COCTaB  JIOKYMEHTOB
CITelMaIbHbIX CHUCTEM
JIOKYMEHTAINH;

- TMpaBWJIa OpPTaHHW3AIMH BCEX
JTaIoB paboThI c
JIOKYMEHTaMU;

- TPWIOXKEHUS IMPOTPAMMEI
Windows, ucnosnb3yembie s
peanuzanuu 3a1a4 [0V,

- COBPEMEHHBIE
WH()OPMAIIMOHHBIC TEXHOJIOTUH
J0Y

TIpaBWIIA U CPOKU XPaHEHUS
JIOKYMEHTOB;

- (hopMBI IEPBUYUHBIX
OyXraiaTepcKux JOKYMEHTOB,
coJiepXKalux 00s3aTeIbHbIE
PEKBHU3UTHI IEPBUYHOTO
YYETHOTO JJOKyMEHTA;

- TIpoLIeIypa COCTABIICHUS aKTa
1o pe3yibTaTam
WHBEHTapH3aInH, MIPOEKTOB

4




- pa3bupaThCs B HOMEHKIIATYPE
ACIL;

- COCTaBISITh aKThl U CHPaBKH
M0 pe3ysibTaTaM BHYTPEHHETO
KOHTPOJIS;

- (¢opmupoBaTh  MPOEKTHI
NPUKAa30B TI0  MPOBEICHHIO
BHYTPEHHETO KOHTPOJIS

IIPUKa30B 10  IPOBEICHUIO
KOHTPOJIbHBIX MPOLIETYP

2. CTPYKTYPA U COAEPXKAHUE YUYEFHOU JUCIATLIAHBI

2.1. O6bem y4eOHOM TUCHUILUINHBI U BU/bI Y4eOHO# padoThI

Buj yueOHoii padoThl O0bem B yacax
O0beM 00pa3oBaTeJIbHON MPOrpaMMbl Y4eOHOM JUCIUIIMHBI 32
B.T.U:
TEOpeTUUeCcKoe o0ydeHne 22
PAKTUYECKHUE 3aHSTUS 10

[TpomexxyTounas arrectanus B popMe 3a4eTa ¢ OIEHKOU B 3 cemecTpe




2.2. TemaTHYeCKHUii IJIAH U cOeP:KaHNE YUeOHOM AU CHUIIIMHBI

HaumenoBanue O0bem | @opmupyemble
Conep:xaHue yueOHOro MaTepuasia u opMbl OpraHU3alMu eI TeJIbHOCTH 00y4arImMXcst
pa3/iesioB U TeM 4yacos KOMIIeTeHIIHH
1 2 3 4
Tema 1. Conep:kanue y4eOHOT0 MaTepuaJia 2 1
Beenenue. JIOKyMEHT | Jlexuuu, TeopeTHuecKHe 3aHATHSI 2
1 cucTema 3HaueHue U cojepaHue IUCHUILTUHBI «JlOKyMEHTAalMOHHOE O00eCleYeHHe YIPaBICHUS. OK 01; OK 02;
AOKYMCHTallH [ToHsATHE TEPMUHOB «IOKYMEHT», «TOKYMEHTHPOBAHUEY», «IOKyMEHTAIIMOHHOE OOecrieueHune 2 OK 05; OK 09.
yrpaBiaeHus». YHUPUKALKS U CTaHIapPTU3AINH YIPABICHYECKUX JOKYMEHTOB. 1K 1.1.
Tema 2. Coaep:xanue yueOHOTro MaTepHaJia 6
Opranuzannuonno- | JleKnuu, TeopeTnyecKne 3aHATHS 4
pacnopsAuTeNnbHbIe | OpraHu3allMOHHBIE  JOKYMEHTBI —  yCTaB, yUpeAUTEIbHBbIE JOTOBOP, IOJOXKEHHE. 2
JOKYMEHTBI PacniopsauTenbHble TOKYMEHTbl — TIPHKa3, paclopsDKEHWE, YyKa3aHHe, MOCTaHOBIICHUE, OK 01; OK 02;
pelieHne, THCTPYKIUS, IPOTOKO. OK 05; OK 09.
CrpaBouHO-UH(DOPMALIMOHHBIE JTOKYMEHTBI: CIy:KeOHas 3amucka, oObsSCHUTENbHAs 3aIMUCKa, 2 IK 1.1.
aKT, CIIpaBKa, CIy>KeOHbIE MHChMa
IIpakTuyeckoe 3ansitue. CoctaBieHue U 0HOPMIICHUE PACTIOPSHKCHUS 2
Tema 3. Copepxanue yueOHOro MaTepuasa 10
Kanposas Jlekuuu, TeopeTnyecKue 3aHATHS 4
JTOKyMEHTaIUs JlokyMeHTUpOBaHHE TPYIOBBIX MpaBooTHOIIeHUH. CocTaB M 0COOEHHOCTH oOdopmIIeHus 2 OK 01; OK 02;
JIOKYMEHTOB 110 JIMYHOMY COCTaBY. OK 05; OK 09.
KommnekroBanue nuuHoro aena. Aproouorpadus. Pestome. 3asBineHue o npueme Ha paboTy. 2 IK 1.1.
ITprkassbl 0 TMYHOMY COCTABY.
IIpakTH4yeckoe 3aHATHE. 2
OdopmieHune npuKkaszoB MO JUYHOMY COCTaBY.
IIpakTH4eckoe 3aHATHE. 2
Odopmienne cipaBok, TOKJIATHON W CITY>)KEOHOM 3aIHCKH, aKTa.
IIpakTH4eckoe 3aHATHE.
OdopmiieHne TpyAOBOro JOrOBOpa, MpUKaza O MpueMe Ha paboTy, opopmiIeHHE TPYIOBOU 2
KHIDKKH.
Tema 4. Copepxxanue yueOHOro MaTepuaJa 6




JloroBopHo-tipaBoBasi | JIeKuuu, TeopeTudecKne 3aHsATHS 4
JOKYMEHTAlUs [TonsTus norosopa. Buasl 10roBopos. 2
[TpaBuna odopmieHUsT IpEeTeH3NOHHBIX THceM. DOpMYIIIp UCKOBOTO 3asBJICHUS, TPEOOBaHUS 2 OK 01; OK 02;
K €ro 0()OPMIICHUIO OK 05; OK 09
IlpakTHYecKoe 3aHsATHE. 5 IIK 1.1.
OdopmieHne 10roBopa Kyri-poaaku
Tema 5. Conep:kanue y4eOHOT0 MaTepHuaJia 4
[Tonsitre Jlekuuu, TeopeTHYeCKHE 3AHATHS 4
JOKyMeHTo00opoTa, | CocTaB U yueT 00bemMa JOKyMEHTO000poTa mpeanpusaTuii. Opranusanus paboTsl ¢ BXOISIIEH, 2 OK 01; OK 02;
peructpanus UCXOJIAIIEH U BHYTPEHHEH JTOKYMEHTAIUEH OK 05; OK 09.
JIOKYMEHTOB ba3pl maHHBIX Ans XpaHeHush JOoKyMeHTOB. PaGora c 3ampocamu. Pabora ¢ 35IeKTpOHHBIMU 2 [IK 1.1.
JIOKYMEHTaMHU.
Tema 6. Coaep:xanue yueOHOTo MaTepHaJia 4
Opranuzanus Jleknum, TeopeTnyecKue 3aHITHS 4
OTIEPATUBHOTO U Homenxknarypa nen. MHauBuayaibHble, CBOJHBIEC, IPUMEPHbIE U THUIIOBbIE HOMEHKJIATYpPbI 2 OK 01; OK 02;
ApXUBHOT'O XPAaHEHUS | JIEll. OK 05; OK 09.
JOKYMECHTOB [loaroToBka M TOPSIIOK Iepeadyu Jed B apXuB. 3aKOHOAATENbHbIE aKThl U HOPMATHBHO- 2 TIK 1.1.
METOJIMYECKHE IOKYMEHTHI 10 apXUBHOMY XPaHEHHUIO JOKYMEHTOB.
Bcero 32




3. YCJOBUS PEAJIM3AIIAA PABOYEN ITIPOTPAMMbBI YUEBHOM JUCIUILINHBI

3.1. Tpe6oBaHusl K MUHUMAJIbHOMY MAaTepPHAJbHO-TeXHHYECKOMY 00ecledeHn 0

Peanuzanus nporpammbl yueOHON AUCHUILTUHBI IPEIIONIaraeT Hajluurue KaOuHeTa.

Ob6opynoBanue y4eOHOro KaOWHETa: MOCAZAOYHbIE MeCTa IO KOJIMYECTBY OOYy4arOIIMXCH,
pabouee MecTo IMpenojaBaTelis, 10Cka, CTeH b, IUJAaKTUYECKUI MaTepual, TEXHUYECKUEe CpeacTBa
00y4YeHHsI: KOMITBIOTEPbI, MYJIbTUMEIUiHOEe 000pyIOBaHHE, MPUHTEP, a TAaKKE KOMIIBIOTEpHAs
TEXHHKAa C BO3MOXXHOCTBIO MOAKIIOUEHUS K HHGOPMAIMOHHO-TEIIEKOMMYHHUKAIIMOHHON ceTH
"UuTepHer" 1 o0ecniedeHneM JOCTyIa B 3JEKTPOHHYIO HHPOPMAIIMOHHO-00Pa30BaTeIbHYIO CPEILy
00pa3oBaTeNbHOI OpraHu3aluu.

[Tpu peanuzanuu padoueir mporpammbl yueOHoU OI1.06 JlokymeHTanmonHoe obecrieueHue
yIpaBJIeHUs MOKET OBbITh HCIOJB30BaHO Iporpammuoe obecrneueHue Big Blue Button (BBB),
Moodle, S-nuck.

3.2. NudopmanuoHHoe odecneyeHue 00y4eHus.

HopMmaTuBHO-1IpaBOBbIE UCTOYHHUKHU:

1. ®enepanbueiii 3akoH "O0 snekrponHoii noamucu” ot 06.04.2011 N 63-D3.

2. ®enepanbHblii 3akoH "OO0 uHbOpManuu, UHPOPMALMOHHBIX TEXHOJIOTUAX M O 3alIUTe
uHpopmanuun" ot 27.07.2006 N 149-®3

3. TOCT P 7.0.8-2013. Hamumonanbnsiii cranmapT Poccuiickoit ®enepanuu. Cucrema
CTaHJApTOB MO HH(OpMaAlUU, OMOIMOTEYHOMY M H3JATEIbLCKOMY neny. Jlenonpou3BOJACTBO U
apxuBHoe neno. Tepmunsl u onpeaenenus (yrB. [Ipukasom Poccranmapra ot 17.10.2013 N 1185-
CT)

4. TOCT P 6.30-2003. YuudumupoBaHHasi cucTeMa IOKYMEHTALUU. YHHUPHUIHPOBAHHASL
CHCTeMa OpPraHMW3alMOHHO-PACTIOPATUTEIHLHON JOKyMeHTanuu. TpeboBaHme K 0OG(OPMIICHUIO
JIOKYMEHTOB. YTBep:kJeH nocraHoBieHueM 'occranmapra PO ot 03.03.2003 Ne65-ct. — M.: U3n-
BO cTaHaaptos, 2003.

OcHoBHas TuTepaTypa:

1.Kopnees, 1. K. JlokyMeHTallMOHHOE OOeclieYeHre yNpaBlIeHUs : y4eOHUK M MPaKTUKYM
mis cpenHero  mpodeccuoHanbHoro  oOpaszoBanusi/  U. K. KopreeB,  A. B. Ilmenko,
B. A. MamypueB. — 2-¢ usn., nepepad. m gom. — Mocksa : M3narensctBo IOpaiit, 2023. —
384 c. — (IlpodeccuonanmpHoe obOpazoBanue). — ISBN 978-5-534-05022-6. — Tekcr
AIIEKTPOHHBIN / OO6pa3oBarenbHas miatdopma IOpaiit [caiT]. —
URL.: https://urait.ru/bcode/514640

2. JloponuHa, JI. A. JlokyMeHTallMOHHOE 00eCIeYeHHEe yIpaBIeHus : y4eOHUK U MIPAKTUKYM
IU1st cpenHero npodeccuonanbHoro oopazosanus / JI. A. loponuna, B. C. Uputukoa. — Mockaa :
WznatensctBo FOpaiit, 2023. — 233 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-
534-05783-6. — Tekct : amekTpoHHBIH // OOpaszoBarenpHas tuiargopma lOpaiit [cait]. —
URL.: https://urait.ru/bcode/514733

3. bammakoBa E.M. JlokymeHTanuoHHOe oOecrnieueHue ympasieHus. CocTaBieHue u
odopMIIeHHE JIETOBBIX TOKYyMEeHTOB: yuebHoe mocodue ans CIIO / cocraButenu E. Y. Bammakosa.
— CaparoB, Mocksa: [IpodobpazoBanue, Aii [Tu Ap Memua, 2021. — 144 c. — ISBN 978-5-4488-
1080-0, 978-5-4497-0964-6. — TexcT : anexktponHsli // Ludposoit oOpasoBarenbHblii pecype IPR
SMART : [caiitr]. — URL: https://www.iprbookshop.ru/103343.html— Pexum mocrtyma: s
asropusup. llonb3oBarenen

JlononHUTENBbHAS IUTEPATYpA!
1. Kypnan «/lenonpon3BoaCcTBO».
2. XKypnan «Cekperapckoe Aeo».
3. XypHnan «YnpaBieHue nmepcoHaaoM.


https://urait.ru/bcode/514640
https://urait.ru/bcode/514733

NuTtepHeT-pecypcesl:
1.  CnpaBounas mpaBoBas cuctema «KoncyapTant mmocy: http:// www.consultant.ru
2.  CnpaBounas cuctema «I'apanT». http://www.aero.garant.ru

3.3. MeTtonnueckoe obecrnieyeHne 00pa3oBaTeJbLHOr0 Impouecca AJds  00y4yeHUs:
HHBAJIN/IOB U JIML ¢ OTPAHMYEHHBIMH BO3MOKHOCTSIMH 3/10POBbS

VYcnoBus opraHuMzallMd M COJep)KaHUE OOY4YeHMsI M KOHTPOJS 3HAHWKW WHBAJIUIOB U
oOydaromuxcst ¢ OB3 mo jgucnumiumHe JlokyMeHTamoHHOE oOOeclieyeHre yIpaBICHUS
OTIPENIeNAIOTCS MPOTrPaMMON JTUCHUILIUHBI, aAaTUPOBAHHON MPHU HEOOXOJUMOCTH JJIsi 00ydeHUs
YKa3aHHBIX 00Yy4aroIIuXxcsl.

Opranuzanus 00ydeHus], TEKYIEH 1 MPOMEXYTOYHON aTTeCTallui 00yJalONIMXCs-UHBAIH/IOB
u obyuaromuxcs ¢ OB3 ocymiecTBisiercs ¢ ydeToM 0coOe€HHOCTEH MCUXO0()U3NUECKOro pa3BUTHUSA,
MHAMBUAYaAJIbHBIX BO3MOKHOCTEN U COCTOSIHUS 3[I0POBbS TAKUX 00Y4arOIIUXCS.

Hcxons n3 ncuxou3nuecKoro pa3BUTHS U COCTOSHUS 310POBbsl 00y4YarOUINXCA-UHBAIUIOB U
oOyuaromuxcst ¢ OB3, opraHu3yroTcst 3aHITHSI COBMECTHO C APYTMMU OOy4YarOLIMMUCS B OOLIUX
rpynmnax, HUCHONB3YyS COLMANbHO-aKTHBHBIE W pPeQIEKCUBHBIE METOJAbl OOYYEHHs CO3JaHus
KOM(OPTHOTO ICUXOJOIMYECKOr0 KJIMMara B y4yeOHOW Tpylme WM, IPU COOTBETCTBYIOLIEM
3asBJIEHUM TaKoro oOOy4aromierocsi, Mo WHANBUAYAIbHONW MporpamMme, KOTOpas SBISETCS
MOIU(HUIMPOBAHHBIM BAaPHAHTOM OCHOBHOHM pabodeld mporpammbl TUCHHMIUIMHEL [lpu 3TOM
coJlep’KaHuEe MPOTrpaMMbl TUCIUIUIMHBI HE H3MEHseTcs. VI3MeHstoTcs, Kak MpaBuio, (Gopmbl
00y4YeHHsI 1 KOHTPOJISI 3HAHUH, 00pa30BaTEIbHBIE TEXHOJIOTHH U TUAAKTHYECKHE MAaTCPHAIIBL.

OO0yuenne 00yJaromuXca-uHBATHIOB U oOyyatonuxcs ¢ OB3 Takxke MOXKET OCyIIeCTBISATHCS
WH/IMBUIYAJIbHO W/WIH C IPUMEHEHUEM JUCTAHIIMOHHBIX TEXHOJIOTHIA.

JucranunonHoe oOyueHue obecreuynBaeT BO3MOKHOCTh KOMMYHHUKAIIMN C MPENoJaBaTesieM,
a Takke ¢ JIpyruMu oOyd4aeMbIMH TOCPEJICTBOM BEOMHAPOB (HAmpHUMEpP, C HUCIOJIH30BAHUEM
nporpaMmbl Z0ON), YTO CHOCOOCTBYET CIUIOYCHHUIO TPYINIbI, HAMpABISET Y4eOHYI Tpymmy Ha
COBMECTHYIO palboTy, 00CYXA€HHE, TPUHSITHE IPYNIIOBOTO PELICHMS.

B yueGHOM mporecce s HOBBIMIEHUS YPOBHS BOCHPUATUS U IepepaboTKH ydeOHOU
nH(popMaluu 00yJaromuXcA-UHBAIUIOB U oO0yyatomuxcs ¢ OB3 npumeHstoTcss MyJIbTUMEUITHbIE
U CIEUaTU3UPOBaHHbIE TEXHUYECKHE CpEICTBA IpHeMa-liepefayn ydeOHOH wuHpopMmanuu B
JOCTYIHBIX (popmax Ay oOydaroluXcsl ¢ Pa3IMYHbIMUA HapyIIEHUSMH, OOECIIeUNBAETCS BBITYCK
QIbTEPHATUBHBIX  (OpPMATOB MEUYaTHBIX MaTepUaloB (KPYMHBIA  IIPUQPT), SIEKTPOHHBIX
o0Opa3oBaTeNbHbIX pecypcoB B (opmax, aJanTHPOBAaHHBIX K OrPAaHUYEHUSM 370POBbS
00yyaroImuxcsi, HAIM4YUe He0OX0IUMOI0 MaTepHAIbHO-TEXHUUECKOTO OCHAIIIEHUS.

[Ton6Gop u pazpaboTka y4eOHBIX MaTEPHAIOB TIPOU3BOAUTCS MIPEMO/IaBaTENIEM C YI4ETOM TOTO,
4TO0OBI 00y4aroLiecs ¢ HapyIEeHUSIMU CITyXa MoJydaayd HHPOPMALMIO BU3YyalIbHO, C HAPYIICHUAMU
3peHus — ayinajibHO (HampuMep, ¢ UCIOJIb30BaHUEM IPOTPaMM-CHUHTE3aTOPOB PeUn).

Jlisg ocyliecTBiIeHMsT NPOLEAYP TEKYLIErOo KOHTPOJS YCIIEBAEMOCTH M IMPOMEXYTOUYHOMN
aTTecTanuu oOydaromuxcsi nHBaMI0B 1 Jinil ¢ OB3 (oH O1eHOYHBIX CPENCTB MO TUCIHILINHE,
MO3BOJISIOIINN OLEHUTh JOCTH)KEHHE UMHU Pe3yJbTaToB OOy4YEeHHsI U YPOBEHb C(OPMHPOBAHHOCTU
KOMIIETEHIIUM, MPeIyCMOTPEHHbIX YYe€OHBIM IUIAaHOM M paboyeil mporpaMmon AMCUMILIUHBL,
aIanTUPYETCs Ui 00Y4aroIUXCcsl MHBAIMIOB U JIUL C OTPAHUYEHHBIMH BO3MOXKHOCTSMU 3/10POBbSI
C y4Y4eTOM WHJUBUIYAIbHBIX NCUXO(PU3NOJIOTHYECKUX OCOOEHHOCTEeH (YyCTHO, NUCHBMEHHO Ha
Oymare, NMUCBMEHHO Ha KOMIIbloTepe, B (opme TecTupoBaHus U T.1.). [Ipu HeobOxoammoctu
oOydaromuMcsl  MPeloCTaBIsIeTCs JOMOJMHUTEIbHOE BpeMs [UIsl TOATOTOBKM OTBETa IpHU
IIPOXOKACHUN aTTECTALINN.


http://www.aero.garant.ru/

4. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUA JUCHUITJINHBI

Tekymuii KOHTPOJIL M  OLEHKAa pPEe3yJIbTaroB

OCBOCHHA

y4eOHOM  JTUCUMIUIAHBI

OCYHMECTBIIACTCA NPEoaaBaTcji€eM B IIPOLUECCE IIPOBECACHUA 3aHATHH. HpOMe)KYTOLIHaH arrecragus

MIPOBOJIUTHCS B (hOpMe 3aueTa C OIEHKOM.

PesynbraTel 00y4eHus (OCBOCHHBIC YMEHHSI, yCBOCHHbIC 3HAHUS)

@DopMBI U METOBI
KOHTPOJISL U OLIEHKH
pe3yNbTaTOB 00yUYEHUS

yMeTb:
OCYILIECTBIIATh IIOUCK, aHAJIU3 U UCII0JIb30BAHUE HOPMATUBHO-

IIPABOBBIX TJOKYMEHTOB B IIpUMeHEeHuH K 3afadam J[0Y;
COCTaBJIATH M 0(OPMIIATH YIPABICHUECKYIO U IPOPECCHOHATBHYIO
JIOKYMEHTAIMIO B COOTBETCTBUE C HOPMATHUBHOM 0a30ii;
UCIOJIb30BaTh YHU(PHUIIMPOBAHHBIE ()OPMBI TOKYMEHTOB;
OCYILIECTBIISIT JICIIOBYIO TIEPEIHCKY M TOICPKUBATH AIEKTPOHHBIC
KOMMYHUKaIUH;

IPUMEHSTH CPEICTBA MH(POPMALIMOHHBIX TEXHOJIOTUI IS CO3JaHUS
1 0(hOpMIIEHUS TOKYMEHTOB;

pa3buparbcs B cCCTEME BHYTPEHHET0 JOKYMEHT0000poTa
OpraHu3aluy;

OCYILECTBIISATh XPAHEHUE U TIOUCK JOKYMEHTOB;

HCTIOJIF30BaTh COBPEMEHHOE IPOTPaMMHOE 00ECTICYCHHE B
AIIEKTPOHHOM JOKYMEHTOO00OPOTE;

MPOBEPATH HAJTMYWE B MPOU3BOJIBHBIX TIEPBUYHBIX OyXTalTePCKUX
JOKYMEHTaX 00s3aTeIbHBIX PEKBH3HUTOB;

pa3buparbcsi B HOMEHKIIATYype Jed;

COCTaBJISITh  AKTHI
KOHTPOJIS;
(GbopMHUPOBATH MPOEKTHI IPUKA30B 10 MPOBEACHNUIO BHYTPEHHETO
KOHTPOJIA

U CIIpaBKU II0 PpPE3yJibTaTaM BHYTPCHHETO

VYerHbli onpoc
NuauBuyanbHbIA onpoc
@pOHTaIBHBIN OIIPOC
BrinosiHeHnEe KOHTPOIBLHOM
paboThI

3ayeT ¢ OLEHKOH

3HATh:
COJIEp’KaHUE aKTyaJIbHOM HOPMAaTUBHO-TIPaBOBOM TOKYMEHTALUU;
OCHOBHBIE MTOHATHS IOKYMEHTALMOHHOTO 00€CIIeYeH sl yIpaBIeHUS;
KJaccu(uKanus ynpaBieHUYeCKUX JOKYMEHTOB;

MpaBUJia COCTaBJICHUS U O(POPMIIEHHUS YIIPABICHYECKUX TOKYMEHTOB
Y BEICHHUS JEJI0BOM NEPENICKHY;

COCTaB JOKYMEHTOB CIIEIIMATIBbHBIX CUCTEM JOKYMEHTAIUH;

IpaBUjIa OPraHU3aLUHU BCEX ITANOB PAOOTHI C TOKYMEHTAMU;
npuaoxkenus nmporpamMbl WIiNdows, ucnosp3yeMbie A1 peaTn3aium
3amad JIOVY;

coBpeMeHHbIe nH(popmannoHHble TexHonoruu J10Y

IIPaBWJIa U CPOKU XPAHEHMSI IOKYMEHTOB;

(bOopMBbI IEPBUYHBIX OYXTalTEPCKUX JOKYMEHTOB, CO/IEPIKAILIUX
00s13aTeNIbHBIE PEKBU3UTHI IEPBUYHOTO YYETHOTO JIOKYMEHTA;
IpouLeaypa COCTaBJIEHHs akKTa IO pe3yJbTaTaM HHBEHTapH3alluy,
IIPOEKTOB IPUKA30B M0 NPOBEACHUIO KOHTPOJBHBIX IPOLEAYD

VYerHbli onpoc
NunuBuyansHbIA onpoc
@pOHTAIBHBIN OIPOC
BrinosnHeHne KOHTPOIBHON
paboThI

3a4er ¢ OLCHKOMI
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OO0uue KpUTEPHHU OLIEHKH Pe3yJIbTATOB OCBOCHUA Y4eOHOI I1CIUITUHbI

B yCTHBIX W NHCHMEHHBIX OTBETaxX OOy4arOUIMXCSd Ha MPAKTUYECKUX (CEMHHAPCKUX)
3aHITHSIX, B COOOIICHHUSX W JOKIAIax, 3¢ce W APYyrux GopmMax ayJTuTOPHOU U CaMOCTOSTEIHHON
paboThl, a TakKke B TEKYIIUX KOHTPOJIbHBIX PadOTax y4YUTHIBAIOTCA: INIyOMHA 3HAHWM, BJaJieHUE
HEOOXOAUMBIMH YMEHHUSIMHU (B 00beME MPOrpaMMbl), JOTUYHOCTh U3JIOKEHUSI MaTepuia, BKItOUas
0000111eHUS, BBIBOIbI, COOJIIOIEHHE HOPM JINTEPATYPHOH pedH.

OLEHKY «OTJMYHO» 3aClIyXMBaeT OOydaromuiics, TBEPAO 3HAIOUIMIA MPOrPaMMHBII
MaTepuai, CUICTEMHO U TPAaMOTHO H3JIaraloliuid ero, AeMOHCTPUPYIOIIUNA HEOOXOAUMbIN YpOBEHb
KOMIIETCHIIN, YETKUE, CXKAThleé OTBETHI HA JIOTIOJHHUTEIBHBIC BOMPOCHI, CBOOOIHO BIAJCHOIIUN
MOHATUMHBIM alnapaToM.

OLIEHKY «XOpomIo» 3aclly’)kKMBaeT O0OydYarolluics, TMPOSBUBIIMKA [OJTHOE 3HAHUE
POrpaMMHOT0 MaTepuaia, JAEMOHCTPUPYIOMIUKA CHOPMUPOBAHHBIE HA JOCTaTOYHOM YpPOBHE
YMEHUSI U HaBBIKHM, YKa3aHHbIE B IpOrpamMMme KOMIIETCHIIMH, JOMYCKAIOUUNA HENPUHIUITNAIbHBIC
HETOYHOCTH TP U3JI0KEHUH OTBETA HA BOIIPOCHI.

OlLIeHKY «Y/IOBJIETBOPUTENbHO» 3aCiIy’)KMBaeT OOYy4YaroOIIMiiCcs, OOHAPYKUBIIUN 3HAHUS
TOJIbKO OCHOBHOTO MaTepuaia, HO HE YCBOMBIIMKA JeTaid, MAOMYCKAIOMMK OIHUOKU
MPUHIMITAATIBFHOTO XapakTepa, JEMOHCTPHPYIOIIHUNA HE IO KOHIA CPOPMUPOBAHHBIC KOMIICTCHIIUH,
YMEHUSI CUCTEMATU3UPOBATh MaTEPUAIl U €JIaTh BHIBOJBI.

O1IeHKY «HEey/10BJIeTBOPHUTEIbHO» 3aCTyKUBACT OOYUAIOIIHNIICS, HE YCBOMBIINM OCHOBHOTO
CoJlep’KaHusl MaTepualia, He YMEIOIIUNA CHUCTeMaTU3UPOBaTh MHPOPMAIUIO, 1eJaTh He0OXOIuMbIe
BBIBOJIbI, YETKO M IPAMOTHO OTBEYATh Ha 3aJlaHHBIC BOMPOCHI, IEMOHCTPUPYIOIINI HU3KUI YPOBEHB
OBJIaJICHUS] HEOOXOAUMBIMU KOMIIETCHIIUSAMHU.

OuenuBanmne 00y4arOIIerocst Ha 3a4eTe ¢ OLEHKOM M0 y4eOHOH JMCHMILINHE

OrneHKa «OTJHYHO» BBICTABIISCTCS OOYYaIOMIEMYCs €CIIM OH TIIYOOKO W MPOYHO YCBOWII
MIPOrpaMMHBII MaTepuai, UCUEPIbIBAOIIE, MOCIEAOBATENIbHO, YETKO M JIOTUYECKU CTPOMHO €ro
W3JIaraeT, YMEeT TECHO YBSI3bIBaTh TEOPHUIO C TPAKTUKOW, CBOOOJTHO CIPABISAETCA C 3aJadyaMu,
BOIIPOCAMM M JIPYTMMHM BHUJAaMU NPUMEHEHUs 3HAHUM, HE 3aTpyIHSETCs C OTBETOM HpH
BUION3MCHCHUN SaﬂaHHﬁ, HpaBI/IJ'IBHO O6OCHOBI>IBaeT HpI/IHSITOG peHICHI/Ie, BJIagcCT
Pa3HOCTOPOHHUMHM HAaBBbIKAMU U IPUEMAMH BBIMIOJHEHHUS MPAKTHUYECKUX 3a/1a4.

OreHKa «XOpOLIO» BBICTABISIETCS OOydYaromeMycsi, €Cii OH TBEPIO 3HAET Marepual,
TPAaMOTHO M IO CYUIECTBY H3JIaraeT €ro, He JOMYycKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE Ha
BOHpOC, HpaBI/IJ'II)HO HpI/IMeHSICT TeOpeTI/I'-IGCKI/IG ITOJIOXKCHUA HpI/I peHIeHI/II/I HpaKTI/I‘-ICCKI/IX BOHpOCOB
W 3aj1a4, BiaJIeeT HEOOXOANMMBIMU HaBBIKAMH U MTPUEMAMHU UX BBITOJHEHUS.

OreHKa «yI0BJIETBOPUTEIbHO» BBICTABIISIETCA OOYyYaromeMycsi, €Clii OH UMEET 3HaHUS
TOJIBKO OCHOBHOT'O MaTepHalia, HO HE YCBOWJI €ro JIeTajel, TOMyCKaeT HETOYHOCTH, HEJOCTATOYHO
MpaBUIbHBIE (POPMYJIMPOBKH, HAPYIICHHUS JIOTMUYECKOW TIOCJIEIOBATEILHOCTH B H3JI0KEHUU
MPOrPaMMHOTO MaTepHalia, UCTIBITHIBAET 3aTPYTHEHUS MPU BHITIOTHEHUH MIPAKTUIECKUX PadoT.

OHCHKa «HCy}]OBJICTBOpl/ITeJIbHO» BBICTABJIACTCA O6yanOHIeMyC$I, KOTOpBIﬁ HC 3HACT
3HAUUTENBHON YacTH MPOTPAMMHOIO MaTepHualia, JOMYyCKaeT CYIIeCTBEHHbIE OTNOKHU, HEYBEPEHHO,
C 6OJ'II)I_HI/IMI/I SaTPYJIHeHHSIMI/I BBIITOJIHACT HpaKTI/I'-IeCKI/Ie pa6OTBI. KaK HpaBI/IJ'IO, OLICHKAa
«HEYIOBIETBOPUTEILHO» CTABUTCS 00ydJaroIeMycsi, KOTOpbIe HE MOTYT POAOKUTE 00ydeHue 6e3
JOITIOJIHUTCIIbHBIX ?,aHSITI/Iﬁ 110 COOTBGTCTBy}OHIeI\/'I JUCHUITIIINHEC.

Ilepeyenb BONpoCoB /1J1s1 NPOBeeHUS 3a4eTa ¢ OLeHKOM
1o y4eOHo# Aucuuminte JlokyMeHTaIMOHHOe o0ecrieyeHne ynpaBieHUst
OO611ue NoHATHSA O IOKYMEHTE, er0 PyHKIIUH.
Knaccudukanus 10KyMeHTOB.
I'OCT P 6.30-2003. PexBuzutsl OP/I.
MeKCTpOUHBIA UHTEPBAJ M CTAaHAAPTHBIC OJIOXKEHUS Ta0yIATOPA.
Bunpl u hopmatsl 6J1aHKOB.
Pa3HOBUIHOCTH JI€TIOBBIX ITHCEM.

oakkwhE
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OCHOBHBIE T'PYIIIBI YIPABIEHYECKUX JOKYMEHTOB.

PacniopsauTenbHbIe TOKYMEHTBI: COCTaB, XapaKTEPUCTUKA.
WudopmannoHHO-CIIpaBOYHbIE JOKYMEHTBI: COCTaB, XapaKTePHCTUKA.

JIOKYMEHTBI 110 INYHOMY COCTaBY: XapaKTEPUCTHKA.

JIOKyMEHTUPOBAHKE TPYAOBBIX IIPABOOTHOILICHUA.

Odopmiienne 1 BeieHUE TPYAOBOM KHUKKH.

JIOKyMEHTBI 110 TPO(ECCHOHATBHON EATEIbHOCTH; BHJIbI, CTPYKTYpa, TpeOOBaHUS K

ux ohopmIICHHIO.

14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
217.
28.
29.

TpeboBaHUsI K TEKCTY TOKYMEHTA.
VYHuUKanusa u craHaapTU3aLus.
Opranu3alvoHHbIE CTPYKTYpPBI AEIONPOU3BOACTBEHHBIX CIIYXKO.
Tunosas TexHosorus o6pabOTKU JOKYMEHTOB, IIOHATHE O JOKYMEHTOO0O0pOTE.
[Topsimox 00pabOTKM BXOASIINX JOKYMEHTOB.
Komnerorepuzamus JOY.
OdopmiieHre peKBU3NTA «1aTay,
ITopsimox 006pabOTKH UCXOJAIIUX TOKYMEHTOB.
TpeboBanwust, npeapaBisieMble K (OPMUPOBAHUIO JICI.
[TonroToBka Jien K apXMBHOMY XpaHEHHUIO.
Homenxknarypa aen, e€ BUABL.
OOu1re nmpaBuiIa perucTpalmy.
DKcnepTu3a UEHHOCTH JIOKYMEHTOB.
[Topsimox 00pabOTKK BHYTPEHHUX JOKYMEHTOB.
KondunennuanbHoe 1€7101IpOU3BOJICTBO.
Bunsl oprrexHuku M crnocoObl €€ HCHOJIb30BaHMUA B JIOKYMEHTALlMOHHOM

o0ecrieueHny yrpaBIeHHUsL.

30.

TEXHOJIOTUH.

WNudopmannoHHo-cripaBo4yHasi paboTa B YCIOBHUIX NMPUMEHEHHS] KOMITBIOTEPHBIX
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